Process: Payroll File:  As-Is BA-01 New Hire Processing.vsd
Sub-Process: PR-02 New Hire Processing Date: 8/23/2005
Prepared By: IBIS Project Team Page: 1/2
s
S
%‘ Receive Send Employee Create Personnel Set Up Emplovee
o Certification Form .| Info Packet and . | Check for Previous Process . | and Benefits Files in Tim?e CoIFI)eci/ion
> & Appointment Forms to State Service Certification Form (Some Agencies)
O System
c Letter Employee
S \/\
o)) 4 Y
<
(¢}
() Complete 1-9, W-4,
3 and Other
o Employment
e Forms
Ll
S
Q
o
© Complete
% Candidate Certification Form
> Selected for & Appointment
o Hiring Letter
c
=
I
S
2% New H
ew Hire
CU U>)\ Time and
Q Leave
e o
_ > Process
= ®©
()
-




Process:
Sub-Process:
Prepared By:

Benefits Administration
BA-01 New Hire Processing
IBIS Project Team

File:
Date:
Page:

As-Is BA-01 New Hire Processing.vsd

8/23/2005
2/2

©

P —

3

o Review Files to Contact Fiscal for Record Position
A Ensure Personnel Accounting Strin

Py 9 g Number and End

o g & Benefits "] and Position ! )

% Complete Number Accounting String

(@)}

< 4 Y

o Y

o ) .

> Provide Additional

% Information, as

c necessary

L

Agency
Accounting

Assign Accounting
String

Provide Position
Number and
Accounting String

A

Agency
Systems

Update Agency
Tracking Systems

Update Agency
Tracking Systems

WISPER

Create
Appointments
Process

WISPER
Appointment
Created




	Page-1�
	Page-2�

